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Honorable George Bush
Director

Central Intelligence Agency
Washington, DC 20505

Dear Mr. Bush:

In the President's management meeting of July 23, 1976, interest was
expressed in the reduction of paperwork in the Federal government to
the minimum consistent with operating needs and statutory requirements.

In the past four years the General Services Administration has devoted
increasing attention to the cost of mailntaining the growing volume of
Federal records. The National Archives and Records Service (NARS) has
engaged in a major effort aimed toward reducing this volume of records
and lowering records storage costs by publishing requirements governing .
records disposition as set forth in the Federal Property Management
Regulations (Subpart 101-11.4). These include:

1. GSA Bulletin FPMR B-38 of March 23, 1973, ended the acceptance
on a routine basis of transfers of records lacking authorized and
definite retention periods. Appropriate disposition standards for
unscheduled records must be established in order to utilize low cost:
storage space in Federal records centers.

2. GSA Bulletin FPMR B-49 of August 7, 1974, set June 30, 1975,
as the date for Federal agencies to schedule all records without
definite retention periods. By December 31, 1976, Federal agencies
are required to develop and submit for approval an updated comprehen-
sive records control schedule listing all agency records whether
temporary or archivally permanent, and containing precise 1nstrucL10ns
regarding their future disposition.

3. GSA Bulletin FPMR B-62 of January 22, 1976, again reminded
Federal agencies of their need to (a) establish definite retention
periods for unscheduled records, (b) review, for possible reduction,
retention periods of temporary records, and (c) submit to NARS an
updated comprehensive records control schedule.
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Reduction in records maintenance costs require Federal agencies to
develop controls over the disposition of their records in the form

of NARS approved records control schedules. These schedules provide
conclse instructions for cutoff of files, their transfer from expensive
office space to low cost records center storage, and their ultimate
disposition, which involves either transfer to the Archives of the
United States, if the records are archivally permanent, or destruction.

To aid both GSA and your own agency in reducing records maintenance
costs to the maximum extent possible, you should review your records
disposition program and determine if:

1. Your agency has met or will meet the records scheduling
deadlines outlined in GSA Bulletin FPMR B-49,

2. Your agency reviews and updates its records control schedules
at least annually.

‘3. Your agency monitors the application of its schedules to
insure that inactive files do not expand and occupy expensive office
space needed for current records.

Your personal interest in this program is essential in controlling
Federal records and reducing records storage costs. GSA, through the
National Archives and Records Service, offers its full resources to
you and your agency as we work toward the goals President Ford has
set forth. -

Sincerely,

/
JACK E’&R{%a

: ‘; Administrator
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